1. To introduce students to the use of computer hardware and software as tools for electronic design. 2. To introduce students to the numerous fields of industry that require these digital media and design skills. 3. To introduce students to the skills required to be successful in these fields 4. To orient students to the range of skills that are used daily in our everyday lives that require computer knowledge and design skills. 5. To provide students with opportunities to develop basic skills in respect to design and composition, to learn to work neatly and accurately, and to incorporate typography, digital photography, scanning, editing and basic drawing techniques into these skills. 6. To help the student be self-sufficient with technology upgrades by stressing learning by reading a computer manual and / or written directions enabling the student to function as technology upgrades and / or changes.
or changes.
D. COURSE TOPICS
The course will cover the following topics: 
E. TEXT AND REQUIRED SUPPLIES
All textbooks are on the computer system by chapters, allowing the student to learn to use Acrobat .pdf files as a resource. In addition the following supplies will be necessary:
1. 3-5blank CD-R (can be purchased in class for 50¢ each if student chooses) 2. Sharpie pen for identifying CDs 3. 1 package (1000 sheets) of printing paper (8 1/2" x 11", 20 -22 lb) for class work and projects (to be brought to school) 4. small notebook to create a project portfolio (1/2" -1") 5. optional (but highly recommended): "flash" drive for portable storage (512 mb or larger)
F. GRADING PLAN Coursework will be weighted as follows: (EXAM for semester average only) 
PROJECTS:
A project will be assigned almost every class period. Students should print two (2) copies of each project unless directed otherwise, and should assemble a portfolio with one copy of their projects and turn in the second for grading as they are completed. Each should have the student's name and completion date printed on the page. Each project will be graded but unless there are major errors or omissions the copy turned in to the instructor will be held by the instructor. Number grades will be assigned to each project and students will have regular updates printed to keep them aware of their grades. the page. Each project will be graded but unless there are major errors or omissions the copy turned in to the instructor will be held by the instructor. Number grades will be assigned to each project and students will have regular updates printed to keep them aware of their grades.
HOMEWORK
Homework assignments will include bringing in pictures for projects. If you are absent from class when a homework assignment is due, it will be accepted late --but only if submitted immediately upon your return and only if an acceptable, written "excuse," is presented. An "acceptable" excuse for an absence is only one which is judged so by the instructor. Due dates will not be changed because of earlier absences and students should turn in projects ahead of due dates if they are aware they will be absent (field trip etc). Students not doing homework assignments will be required to complete the assignment in class using pictures provided by the instructor but will be given a grade no higher than "50" for this assignment. Students are encouraged to remember homework assignments and turn them in prior to their due-date.
ATTENDANCE & PARTICIPATION
Students can earn up one (1) point for each day class is attended and up to one (1) additional point for participation daily. Each quarter a possible 90 points totals 20% of the grade average. Anyone who has more than six (6) class-long, unexcused absences will receive an "FA" grade for the COURSE. Keep in mind that this is an occupational course, and attendance is important here just as it will be in the employment for which this course is in part designed to prepare you. Students are responsible for contacting the Attendance Office at the ATC to discuss makeup school options but they will NOT be allowed in the classroom during make Up classes so written assignments will be assigned. (Call 981-1100 and ask for Attendance)
FINAL EXAM:
The final exam will be comprehensive and entirely project-based. It will be given to the student allowing ample time for successful completion.
GENERAL:
Your recorded grades will be available for your review on a regular basis. Do remember to keep copies of all projects turned in for grading in your portfolio so that any discrepancies can be easily and fairly straightened out. Students not having a completed Portfolio have no basis for grading disputes. Except in cases of actual error, final grades are permanent. Students choosing to "borrow" other students' work in an attempt to take credit for the project will be given a "0" for the project. Plagiarism will result in a "0" for any project also.
The last day to request a change of class is within five days of its beginning however this is only possible if spaces are available in the requested class. Final "I" grades will not be permitted except in cases of prolonged, continuous, and excused absences in the latter half of the course. Under no circumstances will an "I" grade be given when more than half of the coursework has not been completed.
The instructor is available for meetings with students and/or parents when an appointment is made.
G. CLASSROOM RULES OF CONDUCT
1. No computer work is permitted during lecture periods. 2. Food and beverages are not permitted in the classroom. This includes water bottles, drinks, candy, crackers, etc. whether opened or not. Any drinks or food brought into the classroom will be placed in the trash unless they are properly stored in a book bag or lunchbox.. 3. Class lab time is expected to be spent in lab work. Lab time is not free time. Attendance and concerted work on assignments are required. Homework will be required in addition to work during lab times (work at home will not substitute for work during lab periods). 4. Absolutely no cell phones are to be seen or heard during class time or break. 5. Students are not to talk during lab time unless they are addressing the instructor or have been assigned a project that requires teamwork. 6. Students should come to class with clean hands and are expected to maintain a clean work area. Cleaning supplies for the computers and desktops are available in the lab at all times. No trash should be left on the desk area or the floor. Trash receptacles are provided at the entry to the lab and at the Instructor's desk. Students are expected to be responsible for keeping a clean and orderly lab. 7. Students are responsible for personal items and should not leave portfolios, printed assignments or additional items in the classroom unless they are directed to. Instructor is not responsible for items left in the classroom. 8. No hats of any type are allowed at the ATC for male or female students so please store you hat before entering the building. Students not following this rule will have a warning and then their hat will be held by the instructor for a parent to come and pick up at a later date. 9. All district policies are enforced in the classroom. 10. NO musical CDs or electronic games are allowed in the classroom unless they are a part of a specific assignment. Students bringing these items to class will be asked to turn them in to the instructor. 11. All students must sign a computer agreement and abide by the rules. NO physical or visible changes should be made to the computer, the software or the computer system and its preferences. Students making changes on their computer or in the classroom lab area will be warned, then punished accordingly. This includes moving "mice" from one computer to another, changing desktop scenes, moving chairs, etc. Students choosing not to follow class rules will be disciplined in the Following manner:
STUDENTS ARE NOT TO BE USING ANY SOFTWARE

